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This manual is designed to assist work experience 
education coordinators in combining different learnina activities 
described in a 94-activity work experience education Instructional 
guide published in 1981. Presented first is a list of the titles of 
the individual activities organized according to the following 
subject areas: input or evaluation activities, career development, 
how to get a job, how to keep a job, how to leave a job, and 
economics. An overview of the work experience education instructional 
process is provided. The remaining two sections of the guide consist 
of a sample class lesson plan and instructions for maintaining an 
individual student record. Appendixes to the suinual include a list of 
the goals of work experience education programs cross-referenced to 
learning activities and evaluation instruments, a list of suggested 
ideaf for teaching various employability concepts, guidelines for 
making supervision service calls, a suggested procedure for 
coordinating on-the-job learning activities, and a list of questions 
for employers concerning student progress. (MM) 
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^ Th« California State Department of Education published the 
fork isxperience BducaUon Inatructional Guide in 1981, In- 
servioe iforxanope were 8utMie<iuently presented for work experi- 
ence education coordinators to learn how the guides could he 
used for related instruction. 

This publication. Work Kxperience Bducation instructional 
Guide, ^teacher's Manual , was developed by the sane team that pro- 
duced the guide. Those representing the California Work Ex- 
perience Bducation Association in the production of this publi- 
cation were Bill Mathiasen, Allen Mattos, and Bammr Sweeney. 
!l%iose representing the State Department of Bducation were John 
Iskra, Bernard Norton, and Nona Verloo. Special thanks are due 
to Special Education Resource Network representatives Pat Dougah, 
Steve Johnson, and Annette Ostertag for production and word 
processing services. 

The manual gives examples on how to use the instructional 
guide for work experience education-related instruction. In- 
service programs will once again be conducted to assist work 
experience education coordinators in combining the different 
activities in the guide to meet individual student needs. 
This teacher's manual and the guide are valuable tools for 
career guidance. 

In addition to the regiaar program, high school work ex- 
perience educaUon-related instrucUon is available to 
students in special education classes, alternative and con- 
tinuation schdols, and juvenile court schools. The manual 
is the result of a cooperativo effort to meet the needs of 
all students. 



XAVIER DEL BUONO 
Deputy Superintendent 
Specialized Programs Branch 



JAMES ALLISON 
Director 

Vocational Education Division 
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On thin pug* are listed the nuriber, tiUe, and page noidber for each activity 
presented in the Work Bqerience Educa t io n toBtroctiooal Guide . The user of The 
MawMtl will find this list ogefol in reftoring to the Qttide~ . 
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Input Activities 
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INSTRUCTIONAL PROCESS 



AN OVERVIEW 
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IMTiaXCTtON 

to tMch fni^oyibility is the mjoc goal of ttit wxk tOLfiecimae eductttion 
procvBs. This prooesa has been designed to ensure thet each student in the 
work experience edocetion pEograa wiU heTe tbe o{>portuiaty to acc(»|>lish 
the 9oal of e^ployability. 

«ie purpose of the work experisnoe education process is: 

- to identify the snpiovebUity needs of students 

- to identify appropriate student activities 

- to record progress bui«s by the studsnts 




the Work Experienoe Bducaation Instructional Guide ocmtains 72 
activities for use by teachei/ooordinstors. these activities are used: 

- to identify the e^ployia>ility needs of the studsnts 

- to assist in providing appropriate related instruction 

" to provide prooedures to record the progress students are making 
towards aooonplishing the goal of ei^iloyability 

- to identify additional eMf^Loyability needs as studenU progress 
on their jobs 
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tHE PtMt qr wammc wocbss 

tte Mork oKpaciflnoB atucation plan of training prooM can pokIm|» be aora 
easily eqp&ained if bcoken aoMi into tiie folloidng aectiomt 
•> The Initial input 

- Identification of Related instruction Activities 

- on-the-^JOb Learning Bcperienoes 

- Related daas Activitiee 

- Evaluation and Oontinuoue input 

The Initial Input 




\ 

the teadiec ooocdinators Mist first detenaipe the eaiAoyibility needs of 
their students. This is the pucpoee of the initial input. Itaaee es^oyibility 
needs can be identified by using the following activit^ios froa the msttuctional 
Guide : 

-* Activity #2 mtglcyn Survey 
- Activity #9 Student Profile 
" Activity |l Student Survey 
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^ ^■ployftc Stttrvey — it is strongly ceconMfided that the Bf^^oyec Survey be 
given i^ularly each spring, pcioc to the fall semester, to at least 25^ of the 

■■ r 

eroploynes in the pcogran. This allows eaployers to express their opinions 
regarding the onployability needs of youth based on their years of experiencse. 
The results of the survey provide teacher coordinators not only with a 
continuous update of those onployability needs of youth that onployers view as 
being most is^rtant but also with those employability concepts that will form 
the foundaticm of the program. 

Student Profile - This activity is given to the students at the time they 
enter the program. It provides the teacher coordinators with personal and 
school information about their students as well as their current thoughts about 
the future. 
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student Survey — This survey is given to all the students shortly after 
they have entered the program, itie results provide the teacher coordinator with 
the students* opinions of their eioployabiUty needs* 

the information froo the Bnployer Survey, Student Profile, Student Survey, 
and the conclusions reached by the teacher coordinators are recorded on the 
Individual student Plan and Record, Activity ff7, as shovn on the previous page. 
Identification of Related Instruction Activities 

the Individual Student Plan and Record is a form used by each of the 
students in the program to record their needs, activities, and accon^ishments. 
By totaling the needs of all the students in the program, combining this 
information with the rcfsults of the other input activities, roost of the related 
activities needed to meet these needs can be easily identified. 
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Learn In) tuperience 



The other related activities are identified by comparing the information 
on the individual Student Plan and Record form with the Work Experience 
Dducation Matrix. This matrix identifies the objectives anu csnploysibility 
concepts for each activity in the instructional Guide . These additional 
activities are identified by sliding the form across the Work Experience 
E)ducation matrix, as illustrated on the top of the next page, "rtiese activities 
on the matrix showing frequent matches (X's) with the individual Student Plan 
and Record form are also included in the related instruction portion of the work 
experience education (Hrocess. 
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SupervisioiVservice calls are essential in the work experience education 
process. Some guidelines, sucrgestions, and ideas to make sm^rvision/services 
calls effective are included in the following sections of the appendix: 



- SqpervisioiV'Servioe Calls 

- Questions for Bnployers 

- On-the-<Jdi> u»acning Activities 
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In addition, two activities from the Inetructional Guide have been 
developed specifically to help teacher cooi^dinatoce organise their calls: 

- Activity #6 - On-the-job Learning Activities 

- Activity #5 - Supervisioo/Servioe C^lls 
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On-the-job Learning Activities The purpose of this activity is to assist 
teacher coordinators in identifying the on-the-job activities of their students. 
During the supervisioiv/servioe calls the employers axe asked to do the 
following: 

- Either describe or verify the students' jnost iiJ?)ortant job duties. See 
the appendix, On-the-Job Learning Activities, for more specific ideas. 

- Identify th»9e current job duties in t4)ici) the students need to show 
some ij^provement. 

- I<^tify those job duties the students need to learn in order to earn a 
raise or get a prosiotion. 
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Later in the senoiter the employers iiill evaluate the progress made by the 
students in areas identified earlier as needing improvenient. 

Supervision/Service <aais The purpose of this activity is to record 
infocmation about the supervision/service calls that include the following: 

- Infocmation about the ea^oysr 

- Purpose of each onploysr contact. See Appendix D, Supervisiof\/Servioe 
calls, for compete directions. 

- (tecord those additional on~the^job learning activities that have been 
identified as needing ia^ovement during tiie instructiooal process, itiey are 
usually the result of etaploysa: evaluations. Meekly time rqports, and related 
instruction eKrtivities. 

Just like those activities identified in Activity #6, the employer will 
evaluate the student progress towards improvonent later in the semester. 
Related Class Activities 
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Ihe purpose of tiie related class session is to assist the students in 
achieving their goal of eaployabllity. In order to help students achieve their 
goal and to make the classes meaningful, the following guidelines are strongly 
suggested: 
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" Student and eRRpLoyBt input provides the foundation for the related class 
activiticis. 

- Students are assigned a regular meeting time each week for the class. 

- Class topics and goals are planned for the seraaBter i#ith 

the flexibility to change to meet both needs of the class and/or individual 
students. 

- The work experience education goals the class will focus on should be 
clustered together; i.e., do not discus keeping a job one week, then economics 
the next. Instead, follow the sane goal for a few weeks ; £or exaa^le, plan a 
series on keeping a job, then a group on getting a job. 

~ Activities need follow-up to be effective. just having the students 
answer the questions on an activity for c^ass credit will not help than under- 
stand the world of '#ork. Enaa^ea need to be brought into the discussion; 
employability concepts eaE^sized. See Appendix C, E^loyabllity Concepts. 

- "Peacher coordinators need to be knowledgeable about the 
curriculum, ohey should: 

1. Know all the activities in the InstrucUonal Guide . See list in 
£^ppendixes. 

2. Continually search for other resources to be used in the class. 

3. Ask guestions of ea^loyers. See cover page of each activity in the 
Instructional Guide for suggestions. 

4. continually read articles in newspapers and magasines on the 
ejqploysient cycle. 
Evaluation and C5ontinuot» Iiyut 

Hie unique part of the work experience education plan of training process 
is the fact that as studoit ea^loyability needs c^iange, they can be acccmnodated 
during the program. The teacher coordinators must be alert to make changes. 
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Ifieae changes cssn be iaentified from a nMbec of flouroes auch as the following: 

" Cbnveirsatlons with the students 

- g toorthac ic frai releted class sessions 

- Results of Activity #3 — Student Self-Bvaluation 

- Results of Activity §4 — Bapioyer Valuation 

" Results of Activity #5 — Supecvision/Sscvioe Calls 

- Results of Activity #6 — On-the^ob Learning Activities 

- O ummsi ts fcon Activity #8 — lieekly wege and Hour Report 

- Oonnents from supervisioiv/service calls 
" Ocninsnts made by taadiers 
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Ml changes in the student needs oust be reoocded on 
the Individual Student Plan and itacocd, Activity 17. Ihis form 
is also used to tecocd the progress and major accon^ishnents of 
each students. 
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The anployability needs 
of the work experience 
«hication students are 
identified from the input 
of three sources: 

- the oaplcyers 

- the students 

- the teadter 
coordinator 



Baployer's Initial Input 

IRie Eaiplayer*B Initial U^mt jstmre^r/ Activity #2, is the 
form used to obtain the initial input from the employers. ihis survey is 
oorapleted prior to the start of the school year, usually in the spring, by 
a rejEnresentative saqple of eaployers. This initial input provides the 
teacher coordinators with those employability needs that en^loyers feel are 
roost in^rtant for students to be sucxessful in the world of work. 

Ihe individual eac>loyer*8 survey, nben coiRpleted, appears as 

follows: 
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When «ll or the oap^oyec mtrveys have been tallied by the 
teacher cioocdinators, the results would look like the exanple 
shown below. The letters next to the «ploy«billty concept 
statanents with the greatest nu«ber of "very important" are 
ciLClea on the tally sheet. 
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» a^ 
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'3 

AS 
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The circled letters correspond to the 
letters next to the develofawntal linkages 
found on Activity #7, the individual Student 
Plan and Record. 



NOTE: The employer survey can also be used as an 
important public relations tool. Hoz exan^e, the 
results of the survey should be sent to all 
emplo^^cs in the late sumier visit prior to the 
start of the fall semester. A thank-you letter 
should be included «dtto the reflolts along with the 
statement that the most iioportant emidoyability 
concepts would be em|liasiaed in tiie upcoming 
program. It could easily lead to additional job 
placements. 
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with the sane lettm: that ms circled on Activity 12, the B^pioymr Sacvey. 
Activity V, the Individual Student Plan and Becord, with the oi^oyer 
initial injput marked, will becoae the answer page for Activity il, the 
Student Survey. 



r 
m 



= S 5 

M 



m 



3 



rrtntTtTmltTtl 

m %m m | 



CCffiffJ 



tEfflffl 



I I M I I 




STUDENT 



EMPLOYER 



COORDINATOR 




21 



Student Initial Input 

Each student in the class Is 
given a copy of Activity |7. Then by 
following the directions on Activity 
#1, the Student Survey, the students 
place their answers on Activity #7, 
the Individual Student Plan and 
Record, as illustrated on the next 
paf?c. 
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A tally is taken of all tbe ZA4ivi4ual Student Plan and Records from 
the class and cecotdsd in a manner shorn below: 
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Once all the students* responses have been tallied^ the teacher 
coordinators will have a graphic picture of asployer and stv^ent initial 
in|iut in terms ot ea^ployability needs as illustrated on the top of the next 
page. 



9 JiAJiAVA TW 



23 



18 



5 
a 



c 



c 
a 

mm 

V 

3 



3 

a 



p 




O0^fiOf IV6S 



Hpw to 0«t • «l9ll 



1 



t J i 1 I I ' ' ' ' » i I I 1 

Howr to K««|| • I 



1 i 1 I ' ' ' ' ' ' ' i ' ' ' « 



ntEISEIIEQCQIOnj 



I I I I M I I , 



r 



Input A0tfvfli#« 



1 



nDDDDQDDa 



It 



I 11 



11 


13 


IS 




'A 


il 




k ^ 



IsilTltl 



tt 



-JLj , 



80 



81 



82 



89 



84 



85 



86 



87 



88 



89 



86 



81 



92 



93 



94 



9$ 



- " r- 




c> STUOEHT 



EMPLOYER 




COORDINATOR 




ERIC 



Teacher Ooogdloafcorfl « Initial Input 

Teacher coocdinators will use the 
sane form, shown above, that identifies 
the eaployers' and students' input in 
graphic form to provide additional input 
into the «#ork expsrienoe education 
instructional process. 
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llicctf are three sections of the form 
shown on the previoa's |v>je that te<K:her coordi- 
nators USi; to ret'ord thtMr initial injxjt. 

Ttie Developmental Linkacjcs section 
contains a lis^ of employabi U ty concepts that can 
Ix; used to identify student needs by nvarkin^ an 
"X" in the coluwi headed coordinator. 

The Input Activities section includes 
the input activities Listed by ntanfc^r, itie di- 
agonal line indicates that the activity has been 
given to the class. The teacher coordinators can 
further document the completion of the activity by 
placii>j the date below the activity iiuaxji . 
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by teacher coordinators to Identify those Wjor ^CI^'^ — 
accoii«>li8haentB that have been identified as es- ^v^^.^ t>, 
sential for the class to achieve. 

The Student Plan and Record fom for the class is illustrated on the 

♦ 

top of the next page. This fens now illtistrates the es^loyability needs of 
the students in the class based on initial input from the employers, the 
students, and the teacher coordinators* This for» will now be used to 

identify relattxJ class activities, 
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Student Plan and Record 

The class totals oa the Individual Student Plan and Record shown 
above are used In two ways to identify related instruction activities 
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for the class. 




•rtie first method Is to select 
those activities that have been 
identified with the greatest 
frequency by the students. 
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•rtie second way is to use tiwse employability concepts on the right 
side of the form that have been identified by employees, students, and 
teacher coordinators as student needs. Ttiese employability needs are 
matched with the Wbrk Experience Education Matrix to identify additional 
related instruction activities. 
the Work Experience Educati<Ki Matrix 

A two-page Wbrk Experience Bd,^tion Matrix is included in the 
Instructional Guide . One page identifies Activity #1 through Activity #44 
across the top of the matrix and the second page covers fron Activity #45 
through Activity #95. The left side of the matrix lists first the work 
experience education objectives and then the en^loyability cono^)ts isider 
the heading Developtnental Linkages. Below each activity nunpber are "X's" 
which identify the objectives and concepts that the «:tivity is designed to 
cover. By reading from the concepts on the left across the matrix, the 
"X's" identify those activities that cover the concepts. 
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Identification of Related Activities 

TO begin the eelection prooaes, first review the class totals fron the 
Student Plan and Recced form and circle those concepts based on the 
follovdng guidelines: 

" Agreeomt from all three inputs: scudent, onploysr, and teacher 

coordinator (DD in illustration below) 

- Agreanent from f«> of the three inputs: student, oaployer, andl/or 

teacher coordinator (D, H, and Q belo*i) 

- High frequency of one r^ponse from either the student or anployBr 

input (A, G, OC, and 11 below) 
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Ihe copies A, D, G, Mr N, 

eroployability concepts that have been 
therefore, in need of instruction and 



Q, OC, DD, II, and JJ repreront the 
identified to be most important and, 
continual reinforcement. 
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itw second step in the pcooess is to align the Student Plan and Record 
foca with the Ifock Bxperienoe Bducation Katrix, Making sure that the double 
lines on both Conns are lined up over one another* It is also helpful to 
cut the right edge of the plan, as ahoMi below, so tiiat it is easier to see 
the matches. Follow the circled concepts across the matrix and list those 
activities that match up with '*>f's". The Student Plan and Record, in the 
illustration below, is on the edge of Activity #40 of the matrix. -rtiere 
are four Tx^'s that match, so Activity #40 would be included in the 
related instruction class. 
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Following the amm process foe each activity along the matrix, the 
following activities have Matches: til, #21, #24, 131, H9, M, HS, HI, 
§71, #72, #75, #88, #90, #93, and 994 

Next, scan the left side of the Stodient Plan and Record. Circle the 
mmbers which received the greatest responses. They are #21, #24, #31, #61, 
#71, #72, #88, #90, #93, and #94. 
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Assuning there will be 15 weeks for meetings during a sanester, a 
suggested method of organizing the activities schedule is: 

' — 

Review the activity nnebers within the clusters. Hote w;*^ frequency of 
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responses recorded op the class total Student Plan and Record which 
appears on the previous page, the activities within the Bconaoic a w aroneoB 
goal area received the highest nunbec of ceeponses which seems to indicate 
a sense of high paciocity fron the students. Itiis cluster of activities 
should be covered in the early part of the sanester . 





CLASS ACTIVITIES BY MEEK 
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rv«nlAl-A ncmfMfijit^ fiM^n' work 

Goals of Mock Experienc® Bducation 
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Student Survey 
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Oecklng Vouc mycbeck 
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#93 


Dour Etoycheck or Where Did All My Honey Oo? 
fhe 1040A 
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#88 


the Budget 
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Personal Data Sheet 
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Planning tx> Find a Job 
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A Pronotion 
A Raise 
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The Job Outlook 


14. 


#40 
#44 

#45 


Late Again 

"I Got Hyself Fired J" 
**A Stupid Detail** 
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Final BxaninatiofV'CkxiferenCes 
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Obing tlie Student Plan and RaooKd Com as a guide, dueter Uie 
activities identified into theic pcopac i#ork expecienoe education goal 



area. 



Hem to Rasp a Job 
How to Laave a Job 
How to Get a Job 
career Developaent 
Boonomic Miareneas 



Activities *40, f44r and #45 

«61, #71, #72, and #75 
#21, #24, and #31 
#11 

#88, #90, #93, and #94 



Review the activities from the Instructional Guide tiiat have been 
selected to meet the student's enplo^ility needs. Sowe of the activities 
in the instrttetional Guide way be most afificoiiriate **iile others may not be 
suited tor the class. Consider other resouroee mxh as speakers, audio- 
visuals, and other written materials on the same topics that can be effec- 
tive for students and also add variety to the classes. 



MOTE: Selecting appropriate activities based 
on input frcm oRpibysrs, students, and teadimr 
coordinators is one essential flOfiaent of 
a successful related instruction program. * 
Another essential element is the knoidedge the 
teacher ooordinatcnrs have of the activities, 
goals, and empioyubility oonoepts of work 
experience education which are explained in 
detail in the appendixes. 



Class Activities for the Semester 
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Note: Activities §4, §5, mnd H m 
umlly indivlduBl activities that raUte 
to aiv>tti»-jab activities and ace 
acxxaoplifllied thcoughotst the ncewater. 
Activity #7, Individual StuOmt Plan md 
RBCocd, is used continually. 
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The date on idiicfa each activity was auccesafully coapleted by the class is 
recorded on the class total Student Plan and Record as shown below. This 
torn now contains the oompLete suomary ot ssmestec activities. The 
student's aaployebility needs are identified, the activities docuMnted, 
and major accoaplislnents ceowded. the individual student progress is 
discussed in the next part. 
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THE WORK EXPERIENCE EDUCATION 
INSTRUCTIONAL PROCESS 



INDIVDUAL STUDENT RECORD 
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tt» individual student ltecx>td 

the purpose of the %#ock experience education process is to prepare 
each student to perfom sttccessfulXy in the world of work (to teach 
esaployability) . The foundation of a work cugperienoa education program is 
dete r mi n e d by input froai e)qployer8,r students, and tc»acher cooriinators as 
describfid in the previous section. The folloiring shows how the individual 
enployability needs for one student (Pat Smith) are both net and recorded 

within the instructional process. 
Initial input 

The work experience education instructional process usually begins in 
the spring of the year prior to the fall semester. Activity #2, Bf^oyor 

Survey, is used to survey approximately 25% of 
the employers in order to identify tiie most 
uqportant anplojebility needs of youth. 
Results of the survey are i^K>wn below and on 
the enpiloyability needs are then recorded on the 
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It is «Ktme|Ly iivmrtant in tlie nock cvpericmos adkcwtion pcoam 
that t»aci)«e ooocdimtocs koam tlw stsongtlM and maakmnsm of tlwic 
studants. Activity #9, Student PxofiXe, pxcriOma the teacher: ooocdinatora 
tfith personal, career, and scbool intenation about their studants. M 
aiiith is an exrjfile o£ one student ulnse tKogres s tiill be followd throng 
the instructional prooess* fiat's Student Profile is sIXMn beloifi 
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Treacher coocdlnators obtain ocSditiocMa infooBatloo about th* 
enpLoyebility needB of theic students from the results of Activity #1, 

Student Profile. students use their om 
Individual Sttitant Plan and fteoocd. Activity 
t7, to t»ooEd th^'c cesponses to the survey. 
9bVb p oo po n e oa to the survey ace shoMi in the 
exanple* Bat's fbm also includes input fcoai 
BapIoyer*8 Survey, ae sure to incaude the X*8 in the enployBr's 
colunn of the anster copy of the Individual Student Plan and Records 
Bapioyar*8 input will then appear on each individual Student Plan «id 
Record whan it is di^licated for student use* 
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•me teacher coocdinatot then enters additional information on Pafs 

Individual Student Plan and Record. 

•rtiis information can cane from 
a niiriber of different 
sources— Activity 19, Student 
Profile, the interview with 
Pat, employer input, and/or 
school staff ccxiroents. The 
coordinator's colunn on E^t's Individual Student Plan and 
Record is used to record this information. Pat's goals for 
the work experience education process are recorded in the 
Major Accomplislmtents section of the plan. Pat's updated 
individual Student Plan and Record is shov« below: 
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Identification of itelafd Actlvltl«i > 

Related instniction activities are selected by conifwring the Student 
Plan and Record totals frosi the class idth Wbrk Experience education Matrix. 
This procedure is described on pages 20 t» 27 of the section on the 
class. 
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As additional saplojwbility needs are Identified for tat and other 
students in the class frcni on--the»job visits and related class activities, 
other related instructional acUvities will be identified to meet these 
needs. 
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Class ActiviticMi 
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rtm ceUted instniction activitiM identl£i«d for Fnt mkI othei: 
moabers of the class through use of the work experienoe education 
instructional pcooeas is listed below: 
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SqpervisioiVaervioe calls are essential for the continual input fron 
employers to identify student enaployability needs that <am be addressed by 
the teacher coordinator in the related instruction class. 
Sqpervisioiv^Service Calls, Activity #5, and On-the-job Learning Activities, 
Activity #6, are designed to help teacher coordinators aocxinplish this 
purpose. Activity #5 is also used to describe oi^oyBr visits, liie 
appendix on Supervision Service Oeills provides the teacher coordinators 
with a oanplete description of oapiloyar visits. Por exmple, in the 
initial visit to Bit's employer, it t«is disoovwred that Bat was having 
difficulty with custoaoc relations (P) , initiative (R), productivity (DO) , 
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and overall attltudo. The letters in parentheses are eiqplo/abillty codes 
that can be placed on E«it*s Individual Student Plan and Recocd. 
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By cxmparing Pat*s 
oiplo^ility codes with the 
MOrk Bxperienoe Bducatian 
Matrix, "Just Doing My Job," 
Activity #47 m» identified as 
an a CTcopciate activity tor 
Pat. 
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By reviewing P^t's 
ansMsrs on Activity #47 and 
discussing tiiem with Pat, job 
progress may be evident at the 
time of the next 
supervisiciVservice call. 
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On-the-Job Learning Activiti— 

Activity #6, On-the^ob Laarning ActivitiMr i» dosignod tx> do the 
following: 

-Identify tlie student's Most impoxtant duties. 

^ist those activities in which the students need to show inprovoiient. 

-Identify those activities the students need to learn in order to 
qualify Cor a raise or a pronotion. 

Ideas and suggestions on how to properly use this activity are 
discussed throughout the appendix. M's activity is illustrated on this 
page. Ihe letters in the lower left part of the fbna represent the codes 
for the employability concepts Pat needs to either learn or show 
inpcoveroent in. 
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ttiese codes can then be placed on Rit*8 Individual Student Plan mkS 
Record fbmi. *mia fotw can then be matched against the Wbrk Experience 
Education Matrix in the same mannec as described on pages 21 to 27 if 
the teacher coordinator feels that E^t should ^ither have additional or 
different related activities. 

Tbe employer contact is then recorded on Activity «5 as illustrated. 
Pat was also InfoxiMid of the enployer ocmtact on the sane day by the 
teacher coordinator. 
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Qa~tbe-job activities can be related directly to class activities with 
the assistance of Activity #5 and Activity #6. Activity #3, Student evalua- 
tion, on the contrary, is an example of a related class activity that can be 
followed up by the onploysr. pat's Self-Evaluation, illustrated on the top 
of the next page, indicates that in^ovement is needed in writing messages, 
using initiative, and worlOng with other eaaployMS and customers. The teacher 
coordinator could list one or all of these items on Activity #5 so that the 
employer could evaluate student progress in these areas at a later date. 
Since Bat already had a mmiier of on-the-job improvanents, these additional 
ones were not added to the list. 



Ojte 


LMiriing Activities 


Evaii/«(ion 


D9t« 






12 3 4 5 


"J" 






12 3 4 5 








12 3 4 5 








12 3 4 5 





< 



ERIC 



43 



38 



The class total Student Plan «id Reoo;:d f onn can be used to docupaent 
the activities ocia|d.eted by the class during the seaester. Tliis 
information applies to all the students in the class. It does not have to 
be recorded on each Individual Student Plan and Record. 
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En^loyer feec&ack can alao cxine from the Bqployer Evaluation, 
Activity #4, and Activity #8, Student's Meekly Report. The results of 
these activities can also be used as part of related instruction. 
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Studant Evaluation 

Vowaxd tlia end of tht 
Beaaeatex, Pat's on-ttie-job 
learning activities are 
evaluated as illustrated on 
Activity #5 and Activity f6. 
EJnployers also suggest new 
learning activiti^ £6r the 
next semester. 
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Pat anith's Individual Studait Plan and Record form tte progress 

Pat has acoon^lshdd during the semester. All the activities that Pat 
aoccR^lished as part of the class have been included on the class form and 
do not appear on this fora. 
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The above Individual Student Plan and Record 
indicates Pat's pecformsice during the past 
seni^ter. The remilts of si^rvision/service 
calls indicate that Pat's next semester 
related instruction and on-the-jdb activities 
should emphasize improvement in the following 
areas: 

(D) Related education and training 
(O) Getting along with others 
CP) Bo^loyee'-custoa^ relations 
(R) Initiative 

(AA) Oral ocnmunlcations 

(BB) Htitten comtnications 

(QC) fbllowing directions 

(DD) Productivity 

(EE) Job related skills 

(FF) Rules and regulations 

(J J) Plaraiing 
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GbALS OF 
WORK EXPERIENCE EDUCATION 



Cnieet Dmrelopnent 



Bcomtonic AMareness 



- SeXf-^Knowledge 

- Career Preparation 

- Career DecisionHnaking 



^Belated activity mnbers from the Instructional Guide are 
recxxmended for ju«t about every objective. Iieaciier coordinators 
are also encouraged to use other resources available to them in 
the related class to help students achieve their objectives. 
Although sane objectives can be met solely with the class 
activity, most objectives can only be adiieved by combining the 
related class irlth the folloidjig types of activities { 

- Oivtiie^ob 

~ In the Oomnunity 

- In the Career Center 



Each objective can be evaluated by either the employer 
the teacher coordinator. 



or 



Student 
evaluation. 
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major aocon^ishments are the best source of 
These aooonpli^iments are: 
making progress on their current job 
getting either a raise or promotion 
obtaining a good letter of recomnnendation 
leaving a job properly 
getting a new job 
setting up a personal file 

making a decision about future school/job/training 
setting up checking anVor savings account 
completing their own income Ux return 
obtaining credit 



ACTIVITIES 



>» C 



Ihe goals of the work experience education program ate 
provided to give teacher coordinators a common direction for 
their programs on a statewide basis. Ctojectives are Included 
within this outline for the following goal areas: 

The Bnploynent cycle - How to Keep a Job 

- How to Leave a Job 

- How to Oet a Job 
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EVALUATIOffS 



Ul 



OOALs n» ^filogmmt Qrcis " Bern to Kb^ a Job 



ACTIVITIES 



EVALUATIONS 



Keeping 9 job also means advancing xxi the job; learning how to 
get ahead, a pccaotion, and a caiee. It is tite starting point of 
the onpLoyaent cycle. Reeping a job leads to a better job, and 
career and economic opportunities. 



OBJECTIVES BBvloyBrs expect their employees that hove bad a 
chancse to adjust on their job to: 

- be on time for twocK. 

- complete their assigned duties 00 tine. 

- cooperate with and assist other onployBes. 

- treat even the nost difficult custOBMtr with courtesy. 

- use appropciattt language for the job. 

- write in a nanner that can be read mnA understood. 
> follow directions. 

" perform job-related skills with increasing accuracy and speed. 

" follow rules and reguUtion including those of dress and 
appearance. % 

- begin and ocxapHete assignaents without direction and 
supervision. 
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Itie students t^ll alk>: 

- improve and progress on their jobs in those areas that 
ea^03i«rs indicate need improvaroeot . 

- recognize v*iat is needed to ^t a pranotion. 

- recognise what is needed to get a raise. 

- recognixe v*iy it is important to be both loyal and honest with 
enqployers. 

- recognise how employees are protected on their jobs. 
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ACTIVITIES 
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GOAL: Ekc>Ioyiaent Cycle - How to Leave a Job 



Being able to use the expecieixre gained on one job to move to a 
another job is a major goal of the work experience education 
ptogr«n. in order to ^xanplish this goal successfully, the 
following objectives have been established so that students will 
learn how to leave a job. 



OBJECTIVES The students will be able to: 

- determine how long to stay on an entry- level job before 
considering moving on to the next job, 

- assess thanselves on-the-job to determine those attitudes, 
skills and knowledge that need to be improved upon in order to 
obtain a good letter of recomtendation and/or promotion. 

- write a draft copy of a letter of recommendation about 
tJianselves incorporating the most important attitudes, skills 
and knowledge they have learned on the job. 

- obtain letters of reconnendation from appropriate persons at 
their place of work. 

- inform their anployers, using proper procedures, of their 
intent to leave their job. 

- write a draft copy of a letter of resignation that could be 
used if they choose to leave their job. 

- recognize how to minimize the effects of being fired from 
their jobs. 
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GOAL: The Ett5)loyTi«nt Cycle - How to Get a Job 



Since students in the work experience education program are 
employed, the focus of this goal is to teach students how to get 
Lheir next job. The job could be a fuU-time position followir^ 
graduation, a part-time job wb'le attending a post- secondary 
school, or another part-time job in high school* 



OBJECTIVE the students will be able to: 

obtain and organize information about themselves^ their 
experiences, education, references, and recommendations that 
IS necessary when applying for a job. 

- identify potential places of employment by using various 
comntTjity resources. 

- plan an organized approach to contact potential employers- 

- investigate industries/businesses/ jobs before deciding to 
either apply or accept a position, 

- make the initial contact with potential employers. 

- complete a job application form properly. 

- prepare a resune suitable for the jobs that they are applying 
for . 

- participate successfully in the entire interview process from 
the preparation phas^? to the follow-^up. 
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ACTIVITIES 



EVALUATIONS 
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GOAL: Career Develofnent - Self-Ktaowledge 



ERIC 



Oie learns fran experiences at work. Students in the work 
experience education progran use this knowledge they have learned 
about thenselves v*ien considering future occi5»tions, training, 
and/or schooling. 




OBJECTIVES ttte students will be able to; 

- deterroine their eraployability needs. 

- assess their progress in the world of work. 

- determine how they adjust to different work situations. 

- evaluate the type of work activities that appeals to them, 
futu^^ ^ practicality of owning their own business in the 

- organize information about themselves so that thev can 
properly ocroplete various enployroent forms. 

- relate information about themselves to prospective anployers. 

- develop a plan of action to learn more about themselves. 

S!!^""^ .^'"^ ''^^"^^ ^ required in occupations 

ot tneir interest. 

- determine those i«ork areas in whicu they are »ost interested. 

- discover their strongest aptitudes* 
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ACTIVITIES 
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OCALj Career Develo|»ent - Career Pr^»ration 



Many students in the work expetimvx education program change 
jobs and industries freqtiently as they learn about the world . of 
work. Setting goals, making good use of their experiences on the 
job, and making valid job changes are all part of career 
preparation. 



OBJECTIVES The students will be able tox 

- recognize their employability needs. 

- assess the job outlook for occupations and industries of 
interest . 

- judge the practicality of oiming their own business in 
the future. 

- explore occupations and industries of interest. 

- use the proper interview process for their areas of interest. 

- identify their own financial goals. 

- employ their own attitudes, habits, and skills to get ahead in 
the world of \joti^. 
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students in the work experience education program learn to use 
information about themselves, their experiences on the job, and 
their potential options in the world of work before making 
decisions that will affect their careers in the future. 



OBJECTIVES In order to make valid <tecisi<xis about future 
occupational <^ices, students will be ^le to: 

- determine the most appreciate time to leave their current 

- compare occv?»tional <^jport»mities between various jobs and 
industries. 

- assess the type of work activities that they enjoy the most. 

- determine the type of information to be included in a letter 
of recoaBoendation to Mihance their cdiances of getting a desir^ 
job. 

- use a decision-making process to make occi4)ational decisions. 
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ACTIVITIES 



EVALUATIOMS 




#43 

#11 
#12 

#61 
#X7 



GO 

o 

I 



I 

21 
O 



o 



Ui 

cc 
< 



O 



O 

oc 
o 
o 



6-i 



on 



CL 



Ul 

o 



X 
CO 



o 
< 



Future 
decision 






GOAL I Boonoalc Avoreness 



In Che work experience education program the students learn how 
much they really earn on their jobs, how they pay taxes, and how 
to handle their money. 



OBJECTIVES The students will be able to: 

- check the accuracy of their paychecks. 

- plan how to use theic money. 

- complete federal income tax foms. 

• check the it W-2 fonns for accuracy. 

^ySe^Jl?* * ^"""^ ^ recogniz« hoir It affects their 

« 

- open a savings account. 

- open a checking aK:count. 

- apply for credit. 

Inj^"'"^ B"plo>^s are protected fron» sickness and 

- determine if they are eligible for unanployroent insurance. 
recS!' "^""^ currently 
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ACTIVITIES 
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CONCEPTS 
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SESTCO^AVAKABU 

OeveIopB»)tal liiUcagds aire anployobility concepts that are the core of 
the MOKk experience education instructional process. they are often 
referred to as anployability concepts. Regardless of what they might be 
called, they are a roost important aspect of the instructional process, 
"neac^r coordinators need to be as foniliar with these concxspts as they 
would be of any course content they would be teaching. They are the link 
between the anployability needs of the students and those related 
instruction activities identified to meet these needs. These cono^^ts are 
develt^xnental . This means that they need to be reinforced throughout tfhe 

* 

instructional ^ocess^ This is one major reason why teacher coordinators 
need to be so familiar with them. 

The employability concepts are listed on the title page of each 
activity in the columi headed Developnental Linlcages. For exan^le. 
Activity #47^ ''Just Doing My jcb^ , is designed to cover profit and loss 
(G) , motivation/ambition (L) ^ initiative (R) , and gnroductivity (DD) • Ttiese 
concepts need to be covered because this activity was selected for use in 
the class to meet these employibility needs of the students « 

4r(*w«r«4r riTi« *^t<s< Oe<f»a »»» -lefc* Ar«»»«v ff 41 



rirtC -J*i»t Oa«im Mg ^sfc 




4 

Ttie answers to the questions on page 2 of this activity will vary 
among students. The teacher coordinator uses a follow-up discussion with 
the class to allow students to bring out the conce^Jts of the activity: 

- Roy should be recognized for his very high productivity. 

- Employers like anployees such as koy because they increase the 
chances of Baking a greater profit. Profits usually mean more jobs. 
Financial losses , on the other hand, wean loss of jobs. 

- Roy showed a lot of initiative because he really vanted to keep his 

job, 

- Roy's motivation to do a good job might lead to a raise or a 
promotion. Will the motivation of other employees be considered? 

- Roy is giving an honest day's work for his pay. His doing so 
could easily lead to a good letter of reconneidation to help him get a 
better job in the future, 

Ftour important points need to be emphasized about re- 
lated instruction activities, 

1. Hie purpose of doing activities like "Just Doing My 
Job" is not to have stuctents turn in written assignments for 
credit but to illustrate to students how they can get ahead on 
their job and in the world of work, 

2. Each activity needs to be followed up. If the activi- 
ty is done individually, then a short discussion with the 
student should be part of the activity. It is reconraendad that 
group discussions be part of the activity wh«^er possible. 

3. Each employability concept needs to be reinforced as 
often as possible. 

4. Employability conc^ts marked with an X on the title 
page need to be covered as part of the activity. Other con- 
cepts can be discussed in additiwi if the occasion aris^. 
Including honesty as part of Activity #47 is an example of 
this. . 

A description of all the eo^loyability concepts are contained on the 

following pages. In addition, acme ideas and suggestions about each concept 

ate included to assist the teacher coordinator. 
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Concept 



Description 



A. 

Occupational 
Infocmation 



B. 

Occupational 
C^:portunities 



Laws 



D. 

Related 
fjducation and 
Training 

Z. 

Related 
Experience 



F. 

Industry 



The duties, tasks, physical demands, and 

working conditions of a job 

Infomation obtained from printed nvaterial, 

audiovisual materials, and/or personal 

contacts 

Ttje outlook regarding what type of jobs will 
be available in the future through private 
industry, government agencies, unions, 
and the military 

Full- or part-time jobs, career centers, 
labor market information, persozuil 
contacts, magazines, and newspaper 
articles 

Federal and state regulations pertaining to 
minors, discrimination, wages, hours, work 
conditions, and sex harassment on the job 

Those school courses, programs, and training 
necessary for a particular job; i.e., 
training to be an engineer or auto mechanic 



Those types of work experiences and other 
conmunity experiences necessary for a 
particular occi^xation; i.e., managerial or 
medical occi^tlons 

Knowledge of business/ jobs related to the 
same economic concepts; i.e., knowing how to 
run to a store as opposed to a skill of 
operating a cash register; understanding how 
all jobs support the production of goods or 
rendering of services in a busing ^s; 
knowledge of other business in the same 
economic fields 



Ideas/Suggestions 



Information about occupations is necessary to help 
or^ make future occupational decisions. 



Infomiation about jobs in the future should be 
considered before a person decides on a training 
program or school major. 



Knowledge about laws can help one in af^lying for 
a new job and keeping a job. 



Having an occupational goal in mind is important 
when making decisions about schools, training, 
and so forth. 



Having an occupational goal in mind will help one 
decide on part-time jobs and voluntary efforts m 
the coOTminity - 



Knowledge of an industry is essential to progress 

on the job. Ttie writer becomes an editor. The 

clerk becomes the store manager. 

The carpenter opens a contracting con^>any. 

The police officer becoMs the Chief. 
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Concept 



Description 



G. 

Profit vs. 
Loss 



H. 

Health and 
Safety 



I. 

Pay/Wages 



J. 

Employees 
Rights/ 
Benef its 



Consumer 
Cons iderat ion 

L. 

Motivation/ 
Ambition 



The purpose of going into business; making a 
profit 

Those factors that make it possible for 
business to be profitable and those that 
cause businesses to lose money 

Those regulations designed to protect 
anploi^s froB unnecessary hazards on the 
job| noise, funes, stzess, faulty air 
conditioning, and so forth 



Figuring the difference between gross pay and 
net pay and knowledge that pay scales vary 
between industries, occupations, and businesses 

Those elanents of eroploi«ient that vary awmg 
businesses and industries; health plans, 
promotion policies, flex-time schedules, 
sick leave, and so forth 



Satisfying 
custcroers 



the needs and concerns of the 



Demonstrating that one wants to learn, 
ii^rove, accept challengeB on the jci>, 
volunteer for new assigi»ents 
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Ideas/Suggestions 



Businesses that make profits usually hire people 
^ose that lose money have to let anplovees go." 
Doing what one can do to help a business can help 
a person keep a job. 



A person that has a good attendance record at work 
IS a healthy person. A good record helps an 
employee keep a job as well as get a better job 
Businesses that have good safety and health 
records usually stay in business, asTuzi^ 
emploi^s that they can keep their jobs. ^^^"'''"^ 



Amount of vages usually paid for an occupation or 

n "^^"'^ ^'^^^ consSeJation 

in determining career plans. 

Many occupational decisions are based primarily on 
hourly pay or salary. Benefits such^ as ^^LS 
plans are worth a lot of money. 

vacations and sick pay can also be included as 
a money item to consider. -^^uuea as 

Treating customers like you would like to be 
l^urf j^br'""' ""^^ 

t^Zfth"^' are motivates arxi are ^itious are 

Ztt "s^^liy get the pronations, raises 

and better jobs in the future. "^^ises, 



Concept 



Descr ipt ion 



M. 

Being 

Responsible 



N. 

Reliable/ 
Dependable 



Gett ing Along 
with Others 



Employee/ 

Cqstomer 

Relations 



Loyalty/ 
Honesty 



An attitude that one has to get job 
assignments completed on time without 
constant reminding and supervision 



One that gets to work on tl»e always gets 
the work done properly and on time, and 
Is very seldoo If ever absent from work 



One that cooperates with fellow es^loyees and 

supervisors for the good of the business 



Oie that has the composure to treat all 
custoners with respect and courtesy; 
understands that customers are necessary for 
continued business 



Oie that is faithful to the 
trustworthy to the boss 



business; 
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Are you a responsible employee? How do you icnoW? 
Does your emploj^r feel comfortable wt^ you are 
given an assigrment? Do you alvays have to be 
reminded to get your work done? How these 
questions are answered will determine if you keep 
a job or get a raise. 

txjes the employee that is constantly late get a 
raise? or does the anployee get fired? Does the 
employee tiiat makes excuses for everything get 
promoted? Are you closer to getting fired or 
getting a raise? 

Do you get along with others at work? 

Do you follow your boss's suggestions? 

Do you complain about your assignments? 

Do yx>u blarte others for your mistakes? 

The answers to these questions could determine 

your future with the company. 

Who is the real boss? if you answered, 
"custcroer," then you know why they are so 
important. 

Without customers you could easily lose your job. 

How do you steal time from your business? 

Have you ever heard someone "bad mouth" his/her 

company? What did you think? 

Can it have an ei'fect on keeping a job? 

One that Is not honest with or loyal to an 

employer will have a much more difficiilt 

tijBe getting another job. Mhy? 
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DEVELOPMENTAL riJff^AGES 



Concept 


Description 


Ideas/Suggestions 


R. 

initiative 
s. 

Competitive 


One that starts and completes a task properly 
without direction because it needed to be 
done 

Qoe that Bakes every effort to be the best, 
to get ahead^ to be successful 

Understands that if one busirwss does not 
satisfy a customer another business will 


Do you stand around a lot on your job? 

If you do, don*t expect a raise or promotion. 

Do you believe there is alvays something to do on 

the job? You should, if you are going to get ahead 

on this job or your next one, 

oi.^ yvui. iiKijvjx, kxiupec 1 tor S? 

If you don't get the next prcnwtion, who will' 
Why? 


T. 

Job 

Satisfaction 


One that feels good about the job; has a 
sense of pride 

When having a job means more than just the 
money 


Is your current job worthwhile? Why? 
How could it be better? 

DO you Jcnow the type of job that will make you 
happy? How do you know? ^ 
Is your decision based on fact? 


U. 

Life-Style 


Realizing that the type of occupation one 
selects will dictate the type of family, 
leisure , ana sociai acciv i cies m wnicn one 
can participate 


Have you decided on your future occupation? 
Are you considering any plans? 

bnouio you consider other elements besides the 
30b? i.e.. Where would you live? 
Would you have to travel? Wbuld you have enough 
time for your favorite leisure activities? 


V. 

confidence 
W. 

Ape I CUO^S 


One that believes a job can be aKrcompl ished 
One tha t con t i nua 1 1 y demons t r a t es the 
knowledge and skills to get the job dor^ 

The ease of learning to do something 
An ability to learn 

Different aptitudes that are necessary for 
various jobs 


What is confidence? is it important? 

How can one gain confidence? 

IS confidence important to getting ahead? 

Do you know vour ^$^A^^'y 

J ^ w^f^ww jrwiai ('^UlCUOeS* 

Is it important to know your aotitiirtoc .4, 
deciding on your future occup4tit«iWar«r? 
HOW do you fi«3 out your aptitudS^ 
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Concept 



Description 



Abilities 



Interest 



Values 



AA, 
Oral 
Communicatior 



Thoce job-related duties one cp . perform on 
the jol>; l«e*^ operate a cas^i register, sell 
a dress, fix the brakes on a car, repair a 
T»V» , and so on 



Those things that hold one's attention about 
a job; i,e,, helping people, working with 
tools, making decisions, working outdoors, 
working with autos, working around a faim, 
and so on 



Those qualities that aie significantly 
important to cause one to make certain 
decisions either about their present job or 
future career choice; i*e., having lots of 
money, helping others, having pouer, being 
healthy 



The skill to use proper language on the job 
so that one can be clearly understood by 
customers, fellow employees, and supervisors; 
i .e, , in^person conversations as wel ) as 
those over the phone 



77 



Ideas/Suggestions 



What abilities do you have? 

Mhat abilities do co-workers have that you do not 
have? Can you learn them? 

What abilities will you need to have for your 
future occupational choice? 

What is the difference between ability to do 
something and having the aptitucte to do it? 

What type of work interests you the most? 

Are you interested in your current job? 

Is there anything that interests you about your 

current job? Working with people? tools? 

HOW can you be sure that you will be interested in 

your next job? Your occupational career choice? 



What values are necessary for your present job? 
What values are essential for your future 
occupational choice? 

(Discuss values needed for different occupations; 
i.e., pilot, salesperson, farmer, doctor, 
mechanic , and so on) 



Do you have difficulty using proper language on 

your job? vtiat is proper language for your job? 

How do you answer the phone at your job? 

Have you ever called a business and been ln?»ressed 

by the way the phone was answered? 

Why vere you iirpressed? Have you ever not been 

lA^ressed? Can this affect a business? 

Is proper cormunication necessary to keep a job? 
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Concept 



Description 



3B. 

Written 

Oomnunication 



OC. 

Following 
Directions 



DO. 

Productivity 



EE. 

Job- Related 
Skills 



FF. 

Rules and 
Reciulations 
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The skill to write usitig proper English, 
correct spelling, and readable writing so 
that the message can be understood by 
customers, employees, and supervisors 



Ttfc skill to be able to either read or listen 
CO a set of instriK^tloos and then cxs^plete 
the assignment properly 

rtie amount of work one produces in a specific 
time 

How well a person works 



Those specific job-related abilities needed 
to do a job properly, including skills in 
applying math fundamentals 

Varied abilities among jobs; i.e., operate a 
cash register, cook a meal, fix an engine, 
and so on 



•rtiose written procedures and also those that 
are understood that need to be followed on a 
job; i.e., ordering procedures, proper dress 
and appeararx-e, and so on 
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NTAL' LINKAGES 



Ideas/Suggest ions 



Written comnunications skiUs are usually requited 
to get higher paying jobs. '■^"irea 

Have you ever received a written message you could 
^t read or understand? What did youlhiJIk? 

^IL ^^ Zr^ wit^ misspelled 

words be able to keep their jobs? why? 

^^''L^lf^*' ^ assignment at work that had 

to be done over again? who was at fault? Why? 

able to hold a job? 

Why do ^productive persons get raises? is it because 
they help the business make a profit? This is one 
sure way to keep a job. 



What specific skills do you need for your lob^ 
Can you improve in any of these skills^ 



Can you think of two rules you have to follow 
"l^."r^™ ^y^sa business 'i^ve 

nhy Oo mmy businesses want eii5.1oyees to have a 

r^/'ST"^' I>oes it halp^busin^ss? 
Do people who cannot follow rules Ana ^.t 

usually lose their jobs? regulations 





DEVELOPMENTAL LINKAGES 



.cncept 


Descr ipt ion 


Ideas/Suggestions 


Taxes 


The skill to be able to ccxr^plete federal and 
state tax forms 

Knowledge of bow taxes are paid 


Have you ever completed a federal incorte tax 
return? Did you need help? incorte tax 

Why are taxes deducted fran 


Finances 


-me skill to be able to handle money 
cxjtrectly ^ 
Knowledge of credit, budgets, and banks 


Do you have credit? Can you get credit? 

What is the purpose of a savings account? 

What is the purpose of a budget? Do you have your 

ov*i budget? Does your place of business have a 

budget? V%? 


II . 

Deci sion- 
^^akinq Skills 

> 


■me ability to make job- related decisions or 
decisions about future career options by 
cxjnsidering all the facts first and 
understanding the consequences of the action 


Have you decided on your future career? 
Wtiat do you need to consider? 

Are you allowed to make any decisions on your job? 


Planning 


The skill of knowing what steps need to be 

taken in oider to accomplish a task 

Managing one's t)me; setting short-term goals 


Do you have a career objective? How do you plan 

on achieving your objective? 

Do you want a promotion at your current job? 

Do y^:j have a plan how this can be accomplished? 


Lerjc 


Si 
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APPENDIX C 

SUPERVISION SERVICE CALLS 



The work experience education process is dependent on effective 
si^rvision/servioe calls. Each call to an en^oyer can have one or coore 
of the following purposes: 

- Introduction to work experience educaticHi 

- Student progress 

- Etnploysr participaticm 

- Coordinator aissistanoe 

- Problem solving 

Tt>e Introductory Call 

A visit tc a new employer should be roaite as soon as possible after the 
student has completed the necessary paperwork to enter the program. The 
employer should be called in advance to verify the student's employment and 
to set a date for a brief introductory meeting. AJ. though not always 
possible^ one should try to arrange the meeting at a time when the 
student is working. 

At the meeting, the teacher coordinator should first explain tiuit the 
purpose for the meeting is to describe the purposes of the pcogran. In 
doing this, the t€»acher coordinator should emphasize the following points: 

- The purpose of work experience education is to teach employability. 

- Work experience educaticm is an instructional process. T^ 
employer assists by identifying those attitudes, skills, and knowledge the 
student will learn on the job. The student is paid for the work done on 
the job. School credit is grm ted for the learning that takes pletce. 

- Activity #6 is completed* 83 



other points that c»ald be covered during the introductory call 
include the following; 

- An explanation of the weekly time cards or wage and hour reports 

- The fact that the employer will be asked to evaluate the student* s 
overall job performance \ktet in the semester 

The eiqpXoyer ahould know when and how to contact the teacher 
coordinator* 'Die en^loyer and teacher coordinator should establish 
the best tin^ for follow-up siq>ervlsion/sGrvice calls. 



Student Progress 

Discussing student progress with an anployer takes preparation on the 
part of the teacher coordinator. Two or three questions that might help 
trigger a good discussion about the student are essential in the planning 
of the training process. 

Ideas for questions to ask about students can be generated from a 
number of sources ^ such as the following: 

- Conversations the teacher coordinator has had with the student 
in the past 

The teacher coordinator's review of the student's past evaluations 
and surveys 

- Cotinents the student might have made during the related class 
discussions 

A ocniplete list of possible questions for the employers can be foiKid 
in Appendix E/ Questions for Einployers. 

Duririg the super visicxi/ser vice call^ the teacher coordinator must come 
away with at least one on--the--job activity which the stvident is going 
to learn in the coming weeks* This is a minimum. 
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E^nployer Participation 

The challenge for teacher coordinators is to make ernplove^s feel that 
they are contributing more than a job to the program. The collective 
v»<ealth of information and resources that employers can provide the program 
is unlimited. Asking ^ployers questions regarding any of the curriculum 
areas during a supervision/service call is an excellent way to allow 
employers to contribute to the progrcsn. 
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QUESTIONS TO ASSIST CUEIRICULUM DEVELOPMENT 
How to Get a Jcb 

- Do you have a sample application to ^lare with the 
students in the program? 

- What do you look for in an interview/? 

" What cc»isideration is given to past experiences? 
How to Keep a Job? 

- When ms the last time you fired an anployTO? V«iy? 

- VSiat do you do about employees who are constantly 

late? 



- May I have a blank copy of your employee review 



form? 



How to Leave a Job 



- DO you write letters of recomiendation? 

- How much notice do you expect from an employee who 
is planning to leave? 

- Do you prcroote part-time employees? 
Career Development 



- What is the job outlook in your industry? 
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- What is the most important quality for a person to 
have is planning to open a business? 

- Vhat do you look for in a full-time employee that 
you do not look for in a part-time anployee? 

Bcx>nanic Awareness 

- How does absenteeism affect yuur place. of business? 

- How do you calculate base salary and raises? 

- How do you handle credit for those under eighteen years 
of age? 

Some €niplo>ers can be involved in the progran to . an even greater 
extent. One or two might serve on the advisory cotmiittee. Others might 
visit the school during the year, itiey could be used as a resource for the 
related class or in the career center* They should encourage enployers to 
participate in a delta conference whenever possible, A delta conference 
brings the student, employer, arid teacher coordinator together to discuss 
job-related problems • 

Coordinator Assistance 
The teacher coordinator can be of assistance to an anployer in two 
major areas: 

Job Plac^anent - The approach for job placement can be something 
like the following: "l know of a coi^le of students interested in working 
ir your industry. If you have any openings, let me know. I will be glad to 
prescreen than and send a couple over for an interview." An active placeaaent 
program is essential for all wcrk experience education programs. 

* Labor Laws - Some en?Moye^-s may need information regarding labor laws, 
especially those affecting sixteen- and seventeen-year old stiidents. 
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Problea Solving 

Problen calls are part of the job of being a teacher coordinator. 
Such problems generally fall into the following areas: 

BapLoyBz-eBBplo)/Be disagraqnents ~ Disagreements can occur 
over school regulations, hours of work, pay, assigranent, duties, time off, 
or job satisfaction. 

Ehgloyee problema - Prc^lcms might arise in areas of 
attendance, quality of work, personality, cooperation with others, basic 
skills, drug use, theft, and sexual activity. 

Employer abuse - Cases of onploysr aibuse generally involve work 
permits, state and federal labor laws, and industrial Welfare Oonmissi m 
orders. 

There is no magic answer for each type of pr<*lem. Every problem is an 
individual situ4.tion. Experience is the best teacher. Sharing ideas with 
other teacher coordinators and attending conferancas and in-service training 
sessions sponsored by the Califcrnia Association of Work Experience 
Education (CAWE£) and local chapters of CANEE c.^n be of assistance. The 
following can be used as a guide in solving the preceding problems: 

- Pot those problems that need sane give and take, the teacher 
coordinator should act as a mediator. The options can be identified and the 
parties decide the solution. 

- Assuming that in many cases .jie students are going to lose their 
jobs anyway, a good approach is to ask, "What can be done that will benefit 
the student the most?" itie students should always be told why they were 
fired. 
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Many tines employers are not familiar with the labor codes 

affecting^ minors. A good approach to use when there is a violaticxi is to 

say, '*just in case the labor cooinissioner becomes involved, this is the 
situation..." 
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APPENDIX D 

ON-THE-JOB 
LEARNING ACTIVITIES 

How many time have you entered a store and the sales^rson greeted you 
by saying, ♦'May I help you?" Al«ost inevitably your answer will be, "No" 
thank you, I'm just looking!" the same analogy can be called to work 
experience education coordinators whp open their supervision/service calls 
by asking anployers, "How's Johnnie doing?" The orployers will fre<yjently 
answer, "Fine. In fact, he is just great." This type of approach by 
teacher coordinators and reply by employers does not further the plan of 
training process. 

Effective st^)ervisi(Ki/service calls are a necessary element in the 
work experience education process. Activity #6, On-the-^ob Learning 
Activities, begins the process. The students' duties are listed first. 
Ttjis information can be obtained either from the teeK:her coordinator, the 
QfTiployer, or the student. 

- Tteacher coordinators can list the students' duties on the activity 
for occupations and businesses they are familiar with. These duties 
should, however, be verified during the first eroploj^r contact. 

- EJnplo>«rs inform the teadier coordinators of the students' duties 
during the initfal cont^t. This method is highly recomnended . 

- Studamis can list their duties during a related class session. If 
this method is used, the duties should be verified during the first 
employer contact. Ifeacher coordinators should also provide directions for 
the students during the class. Por example, the following type of 
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questions might be asked to help the students stimulate thoughts about 
their jobs^ 

- Do you do any math on your jdb? 
Do you do any roeo^uring? 

^ Do you deal with fractions or decimals on your job? 

- Do you fill out forms? 
Do you write messages on your j<*7 

- DO you talk with customers? 

CJ 
««• 

Do you listen to customers? 
S - Do you copy information as part of your job? 

- Do you read directions? 



- Do you carry objects or products on the job? 

- Do you price items? 

"tZ - Do you handle products? Merchant *ise? 
a - Do you operate machines? Cash register? 

- Do you use tools on the job? 

The next part of Activity #6 is to have the employers 
identify those duties that the students need to learn in order to get a 
raise or a promotion* These types of questions, however, will probably 
also be an important part of most siipervision/service calls* 

Obtaining this type of information is not alv^ys easy. It 
takes experience that teacher coordinators can gain by doing effective 
supervision/service calls. It also takes personal knowledge about the 
students^ Ttiis knowledge is needed so that teaclter coordinators can ask 
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questions to help initiate meaningful conversations with anploj»ts. Ttie 
interaction that takes place betv«en the teacher coordinators and 
employers is the key to the success of the work experience education plan 
of training process, iteacher coordinators s^uld farepare two or three 
questions about each student before making the supervision/service call. 
Ttiis can usually be done by reviewing evaluations, surveys, and listening 
for ocninents that students are making about their work, 

Foz example., one qfuestion frequently asked by teacher coordinators is, 
"What future does Mary have at your place of business?" Itiis is a good 
question to ask because it usually results in the employer providing direc- 
tion about Mary's future to the teacher coordinator. 

One employer might reply by saying, "We really like the work Mary is 
doing, but I am afraid we are going to have to let her go after ski sea- 
son." Mary's en^jloyability needs have changed. Her related instxuction 
should focus on activities that are designed for leaving a job and getting 
the next job. 

On the other hand, another anploier might say something like the 
following: "If Mary keeps on improving, we think she has an exoallent 
chance of entering our managanent training prograro next year! Perhaps Mary 
never really gave this type of work any ser'ous thoughts But it is an 
option that she should consider when planning t»r future. Her on-the-job 
activities should concentrate on learning new duties and improving on 
others that have been identified by her anployers. Her related class 
sessions should include activities that focus on planning and decision 
making , 
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APPENDIX E 

QUESTIONS FOR EMPLOYERS 

'^tie initial questions that teac^r coordinators ask 
employers while making their st^rvisicxi/service calls should focus on the 
anployability needs of the students. Tteacher coordinators can usually 
determine two or three quest icms relative to the needs of the students 
prior to supervision/service calls by following these suggestions: 

- Make note of any coasB^ts the students might have made about their 
work either in class or in private discussion. 

- Review the studtents on-tte-job learning activities, surveys, and 
past evaluations frcro previous aiperv is ion/service calls. 

- Have the students complete Activity #3, Student Self-Evaluation, 
in advance of tl^ supervision/service call. Make note of those areas the 
students have marked the lowest, and then use this information as a basis 
for the initial questions. 

The following pages contain a nunitoer of questions that teacher 
coordinators can ask employers regarding their students. These suggested 
questions cover work habits and attitudes that can be applied to almost 
any job. Questions regarding skills and knowledge cover sales, clerical, 
and service occi^tions as well as helpers, handlers, assentolers, 
forestry, and agriculture areas. 

The letters in parenthesis equate the qitestions to the dtevelopinental 
linkages contained on all Individual Student Plan and Record forms. By 
using the linkages, the teacher coordinator can then relate wi- the- job 
€3nployability needs to related instruction activities. 
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OCCtrfAtlOgAL AiCAft • Cl.riC0l (C.00r0l Cl0rk) 
* ^% CM •cii400C 0p00k ci«0rlr* <AA) 

- ^000 CM 0Ui40fiC U#C00t (AA) 

- C00 CM .C0400C c0-iN^tC0C0 Wch 41ff.r00C Cyp0i of p0«pUT <AA) 
" C00 CM *c<«l00C 0P<r0Ct cS# M<hif«00 pr9p0rly' <«) 

- C»« cM 0C0400C r004 IpfenMCloA ^wickly? (00) 

- C00 CN. «cu4.«.c v0py l0fonuctofl Quickly 0M «<Mr0C#lr? (00) 
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CCCXiPAf^nH AfiXA5 - CUfl«*l (affUc Hichifi^ OpoicarO 

- f*tH0 «cU dors Che tfCiNltrqc UiuiU v^tiiut ia»k»? (CC> 

' »cya««t COM^IU Ml tmiim4 mtwh^v corrtccly^ (Eg) 

- OOM ttm tCtidAAC k^«si 9^.4 r«cor4ft (B») 

- C«<i Ch* tcwscnc r4*a c/f^y infor^jci^ifi wlctHiuc MkU^ •rror»? {00) 



OCCUfAtlOKAU ARCAS ^ CI* e.l (N«f«rf«i Cl«rt(«) 

- 9o9% (Ht fC«J«fit kff^ n»c«r^ ««€ir«Cf lf> (Oil 

- OM« C*# «(ii4#o€ wM«#«tMi tow CO can* iwfniQtyl (f) 

* C«« (te •(««4#«c <tM^ %nt9tmmti0^ Um 9 cmtni^^ (88) 

- C«« efi« fCM^**! te • MMMr U>#t M Mtltf iM4«r«ca«4t {AA) 



OCCarATlOlfAt ASCAf - CUr^cai (ri«A#ei«i 8«4«ff4«> 

^ m f^iNK c««^« ««««fA<#irr (r) 

^ Cam f M 0€mimmi pf^mw^ hilU MC€m9M^mlf Mn4 tm timf (00) 
* Caa cte »tt«4##« A#rr AiiAA trA AA««irAC«|f MiA ftficl^r^ (»») 
6Mf CM $tmi0n% Aa « fovA Jo^ AMi«f tug ACll«r»t <0) 



* 00^9 rK* fi'.ifAfnC llAA4f« f»rA^W«« vrltT (If) 

" Ca<» thm 0tk»icnt ««MMfilcM«ir 4i1(4i0nt tyffiit aI p«r#An«t (AA> 

* CAA th4 tCWMC HAllA AACu«*AM AAiN^A AA CAAAAAy P0\i^f1 Hi} 

« 09A« 9I«mM«»C fArfivm OMll liquet iAmi iM:««>^«*CAlf 4ti»A ^icklft (00) 

- Oav* flM ACiiA«A4 kmmt hm»/ c# «iM ^t^sritml iwAiii#« AV«f««^ly? C^**) 

- O0A* thr ACwAAAf 0fA«l<. rZvA^rljf* ikAf , 

* 9»A« C^<^ fCl«AAAt lifRAA .«:4lf<|.lt If f (AA) 
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QOKStfOAS - ht%i%m4^9^ fllllfi «aA Kjio«U4a« 
OCCtfrAtXOAAt AAIAI - Af#.«eAAli SArvico 

- r«n «r«Mf«fif h»m4U n«Ate ctMC r«A«ir« aUvsIcaI M^umtht (U) 

- 0m« cIm ACM4A1IC iKMt A04 fkllUttllf ificA hAiiAst (00) 

- On CM tClMtAC AAfiAU 4«liim CM c«Ali for A lom^ ftM «r UA«* iOO) 

- Oo«« CM sciitf^c f9tMM iifApfr Aroe«A«irA« Mi t#cMM^t (CC) 

- Cao CM •C«lA«flC AAlMlC CiM y CAA At COAl* |»C « CAA%r (f) 

- 0»M CM actMAAC Aa A OA»«S «€ Ml^i^l ACMfAt (0) 



QceSTlOAS ^ ACCUwAaa ami flii||« 
OCCOrATIOAAL AEBA8 - iHm%m^ MrflCAi 

- 99mm CM »CA(lA»€ MV« AAr4HCtflaaClAA m%t% MA¥y A^JAAIA? (If) 
Caa CM tCaiMM CaIUat l AA ttna CtAAtT (OO 

• AAA CM tCtiAMt lAAfO CA fMlA«r CAAAAAT fTAAAAMrAi? (IX) 

' Cm C^; 9CMAAAC MaASa cM ama #v«r «aA atat? ((00) 

- M«A CM vCvAmC Aa a foodr |«A aC A««i«CiA9 ocMrAT (0? 

- Caa CM «C««A«»C «M tM&Ai «nl M^lfiMAA ACAT^'Irf iitt 



OVeXTEOAl - AccIc«Aa« AAA t%i\U 
OCCtfPATIAHAI AKKA8 - %mmUU A«r«tc#<i 

- Ma« cm KCi»4r<«C i4tto«AirAtft A UiUkMCS AAtif A CA Mlf A*^pt# * <0) 

- C#A CM ^f«M«9f«7 MfKJlr fovAf* •icli AC Ma4U>^A p^^pU^ {f) 

- Cill CM nCAAfAC lAlMv 4tfAcckm« AMCdr* (CC) 

^ Caa CM scmAmc Abflr^v sMMUrlcU* aa4 AillArAA<#«r (CO 

- Amp cm acaAaac ma caaU aaA a^vI^mac Arof^rlyT (If; 

- Ma CM iCMln«C 4AM«AffACA4 AkilU iA MA aI AffV* AAA MltA»? <(C) 



QOCiTlOfil - ACCiCvAAs AAA %%ilU 




<K;CtPAt(OfiAC AAAAl 


* fA#4 lAC^iAA* 




• iW« fA* ACiANi^ M« 


PA CM tlUlt M CAAAl MM AAAMACACrT CAA' 




^ Cm CM •C««AmC Ma4 


4a Ate CfAM Al AMCMMCA MfACAlM* aI »AA? 


if) 


" " Oma cm aciiAmc oai 


( CiMA aICM •CAAAlAi <Af A f fCioA H CMaT 


(Id 


^ AAA* cM ACvAAAC M« 


(A AAf ABMiCAlCy AAlTftai AAA Iff CiAf CACOA*^ 


(tfl 


* Am* cm ACtiAMC hm 


NiM iPCAt AAd AAAAMAdlfA iricA AAAAt (M) 




Cm CM #caAaac Aa i 


M MM tMA AAAf AAA A«sct AAACaT (If) 




' Cm CM maAmc IaIIai^ MiAi maI mA «nrUc«A iMcmciiAM? (CC) 




CAA CM /imAMC AAM 


IMA MHp^cr (If) 




^ Ma CM f Ctf^C tAAm CM SCl^lliCKIA Af CM maAaaaa? (I) 
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- Cm tilt •(<i4«M IoIUnt ^nkU Ic iiMnKCtttui? ffiC) 
« Cm ut^iAmt pmttmwm sHv mmt mI^ #w •«« #¥if t CW 

OOM HCMtfMC aIm^ vfUi at] p«9rt«7 C9I 

- Bom cm m«4m€ i#f t&s«4 mm4I«« •r Mlkiint C0C| 

- fM Mti4M« Mr «lf ricwICf llffctfif iCMf (tK) 

- 0*6i the *««N«M< 9M« M« #1 ll«9>ffi« teiMat CHI 

* Cm filM fCiidMC mMw cliMf« M«t»r4if«lf r (M) 
" ^ tfM ftiadcuc hmmii9 cM «m^ «f MlMt^it <0) 

- IM# ClK ACtlrfMC HMM |« lMl4i« M ■WfMCyT if) 

^ I 

^ ' l ■ 

QOftSnOM - AC(i(«4««. ilttit* •114 f •l^«Air»r«ii«*# 
OCCVrATtOHAL AAtAl - CHiM CAM $«fvU«« 

tM« CA« mtmSmt ailM • smvCm tiMAfMt %m fiHiUfwit CVI 

- Cm tli« Mv^Af^ Mtta# 4ai CfVM ttMJ4rMt CO) 

* tfMA • fw d Mf MlM ftlPMate i«MrM(iA#«f (CC) 

* 0Mf CM «ciiMic IMA AUf l<«icr Mi«i Ai««, «)rM« finfArAt CCA) 

- Cm cAf ccvAmc e mtgm n IaImmcIm ahA «^MrM mimiUttUim^l (8A) 
^ Cm CM » r »< cwc 9.u€€ pr op er M<»U mm mcatUI* co «miaT C1»I 

- OMA 99m AMAmC iB »BMl l » t < Mil vifll CAs «AU4CMt (AA) 



p($T|AMI « %itH» iMwtiAg* Mtf <tlf ^ r cMi f 
Acci^c«AMl tkmt ^ mhffrt ih'fACHifl 

* 0m ttf ftAAMiC d» • M •wIcttAf cM iM r Mrttr? !•> 

* Octc tut f t wA w i ftl>## 4#mt«Mf CJrAfAUirT KC) 
' Cm in c t A Kt AAMy 4AJ»clct III 

' Cm CAt «t«iM€ A9 tlNT HM Udk AM/ m4 M«r CftlA? ftl 

^ flm tftt iiA icnc w AtlAottA* tA MfHf ^vKrfl INI 

^ ItttS cut Am ^ PAtH HlHtf tA AMf«^ AA« CMIWttf fHI 

* Cm at itAtftAC atuci tfifftfiAm Id ttM. fftAtt, ttstvrt, tic? CHI 
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m%^fm * AltHAiH. f^flH, KAtiflttM* ^ ItH^AMfMAff 
ACCMIfWIi MAS . Hf^HTf {AitAl 

- CaA ^ gfA AM C MaAa ApA» 'f» i » C CAt (»| 

- »tM «M ACvAmC MtMMfAtAMfMClAAAt (CC) 

* AM« «Aa il l lMI At A gtal r^t D f Mlfll^ MAtr MTliMr? CO) 
' iMA eM AMAmC tA|Mt t M i W t M ffA««4i*Mtt (ffi 

* ttM« cAa amAuac «Aa4 t i rt^ in i fWClM CAtMt CP 

- CaA CAo •CvAmC CSO^iVtf IA^UAO M AAMrM AlAilArtCiMl («> 

- Cm ^ acaAmc aaImc A M f U Mt t t Ite • cmAT (n 

* AMt CAA tt nO MC «M MAftffrwrtrt <tt| 



(KCf^rAtlOAAL A&CAft « ||«tfrff> (C»fi«Cr«C« !«*• AAA %9i»t9d} 
•* Cm CA« CKwArAl AMtl« AAMf AA|««Ctf i%P 

- »M« C&9 •(«A«^C f*tt«V tMfnMTCtAMt <0C| 

^ cA« Mtid^mc 4rMMCrAC#d M^rfcuif !• «tl cyrct «f «MiMr? (T) 

- Am« cA« #c«Aaac aiiii 4»iA| rMfclfM imAcI <T| 

- AM CA* ^CMlMC AAapMA CA «o«AMy f»rACAA«vM aa4 CMA«iAM«! <rn 
* It CA« t(t*4MC aAU CA 4iPttCC •inlUf ICiAA tAA 41ffArMCAtt (CO) 

- »Mt CIm tCMlMC AA • ffMd |#A MlpiCA ACAtf ft (0) 

1* CftftfMff ^It CA AslMC AIM UM CAA fVO^mf CAAUf Cf) 



€HCfTfAW • AttfAM4A9« 


^Clttf MMlttftt tt€ lAlf*AAt^Atttt 


OCCArAISAAAi 


AtCAt - «AlM«« itf •aA rAACAiVAfAy) 




MC fM 


It cAACaAM* Afttfiimrt MA tftilAf tAACif iAACiM*T CXI 


-» CtA CAt Atch 


AAC Wi 


ItAtlItt Mv A ||AUAt# A M#Att ViU ItAAT (V) 


- U CA« tCW«A 


m «Ai 


It M A9A MffA cAiiU A«AAAtlr9 ORp 


« CAA CAt AA«A 




MilA IMtnir AAlMttf CCD 






lAtM Aa4 AAA AtAiAAMC A^AA^irijrt CF| 


On; iAt AtAd 




ittMAAAi AAAA tl AAftAftA AAAlAAAAftf if} 


^ CM M MvA 




ItWH AMil#«riCMA AMI AlffAtAAtAAt CV) 


* Wm Mil Am 


t AM 
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- th€ 0t\*4<t^t hJv< iifiy tllfClcuUy iollcwing ift« ».U9« routine? (T) 

- r)»#« ch# fcuarttc Co ^ Job (oUovJf.r, in*eruc(ian*7 (CC) 

- CJft ^tvii'nt »C4oJ for « ^riod o{ clss»T <Et> 

- CMn t^4 fCtf^Jcfic UN htfit-y oh5«cC«? (EE) 



aCCUfATIOVAL AREAS - Astfcsblcry 

- C^a CM 9cud«,>c uctf hmodt xnd fingtr* fktllfully* <X) 

- tfo0t Che 0Ciia<BC c«c«00jry r«cor4ft •ccur«Ctfl]F? (DO) 

- C«n (M fCu^MC d^CAcc difC«r«cic«f in «U«, •|mP#» «cc.? (W) 

- IW«f rh# •tudcoC p»y tccicC sCccaeiofi ta sc«o4ftra«t (fr) 

- Do«0 ctM 0CM4cf>c ever bAir« «« ofpercufacr ca oftBl*e ^cMrs? <0) 
~ th« vCtKicnC u^m nmem^mmrr t^l» properly' (EE) 



Ci« «!# fttid^c «or» lit «lf t|9«f Of «Mt»«r a> 
- SV«0 Ch« scw^cnt cift^ doiag ck^ «mmi c«#k <^y«r ^/rr^ (tt) 



ERLC 
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Publications Available from the Department of Education 

This publication is one of approximately 500 that are avaibble from the Caltfomta State Depart- 
ment of Education. Some of the more recent publications or those most widely used arc the foilowtng: 

Apprrnttctship and the Blur Collar System: Putting Women on the Right Track (1982) $10.00 

C aitforna Public School V ,TJCtOfy 12 50 

Cairer Vocational AMessir.nt of Secondary Students with Exceptional Needs (1983) 4 00 

Choice* and Challenges: Student Gutdebook Abmit Nontradttional Careers (1979) 2 75 

College Cone Curriculum: Universiiy and College Opportunities Program Guide (1983) 2 25 

Community Work-Based Programs, Marketing and Distributive Education (1982) 2.50 

Computer Literacy of California's Sixth and Twelfth Grade Students (1984) I 50 

Curriculum Design for Parenthood Education (1982) 4 OO 

Curriculum Models for Consun^r and Homemaktng EdtKration (1977) 3 50 

I he EDA Challenge: Change Agent >W) (Consumer/ Homema king Education) (1980) 2 50 

Es!icntial l iving Skills (1984) 3 75 

Guide for Vision Screening in California Public Schools ( 1984) 2*50 

Handbitok for Planning an Effective Mathematics Program (1982) 2 00 

Handbiwk for Planning an Effective Reading Program (1983) I 50 

Handbook for Planning an Effective Writing Program (1983) 2 50 

History Social Science Framework for California Publk Schools (1981) 2^25 

Home Decorating and Furnishings Occupational Guide (1979) 275 

Hospiulity Occupations CufrN^ulum Guide (1977) 300 

fdeniification of Causes for Attrition in Vocational Education Health Careers Programs (1983) 5.00 

Improving the Attractiveness of the 12 Teaching Profession in California (1983) 3*25 

Improving the Human Environment of Schools: Facilitation (1984) 5 50 

Improving the Human Environment of Schools: Probkms and Strategies (1979) 2!30 

Improving Writing in California Schools: Problems and Solutions (1983) 2^00 

Individual Learning Programs for Li mitcd*English- Proficient Students (1984) 3*50 

Instructional Patterns for Consumer and Homcmaking Education (1976) 6^00 

Instructional Patterni for Maximizing Human Potential (1978) 7 00 

Maximizing Human Potential: A Curriculum Design (1977) 2*50 

Moving Toward Sex Equity in Vocational Education (1982) 5^00 

Nutrition Education- Choose Well. Be Well: A Curriculum Guide for Junior High School (1984) 8^00 

Nutrition Education— Choose Well Be Well: A Curriculum Guide for High School (1984) 8,00 
Nutrition Education— Choose Well, Be Well: A Resource Manual for Parent and Community 

involvement in Nutrition Education Programs (1984) 4 50 
Nutrition Education -Choose Well, Be Well: A Resource Manual for Preschool, Kindergarten, 

and Elemenury Teachers (1982) 2,25 

Nutrition Education -Choose Well, Be Well: A Resource Manual for Secondary Teachers (1982) 2^25 
Nutrition Education Today: Curriculum Design for Nutritional Knowledge and Food Use 

in California's Public Secondary Schools (1981) 2.30 

Physical Performance Test for California, 1982 Edition (1984) I 50 

Planning Vocational Home Economics Programs for Secondary Schools (1983) 2.75 

Raising Ex^HTCtations: Model Graduation Rcqusfemenis ( 1983) 2,75 

Resoua-es in Health Career Programs for Teachers of DisadvanUged Students (1983) 6.00 

Science Framework Addendum (1984) 3 00 
Sex Equity Slide/Tape Presentations with Scripts (1983) 

Apprenticeship in Electrical Work 15 00 

Apprenticeshtp in Plumbing and Pipefitting I5.OO 

Aprenticeship in Sheet Metal Work 15,00 

Distributive Education 15 00 

Statement on Competencies in English and Mathematics Expected of Entenng Freshmen (1982) 2 50 

Studies on Immersion Education: A Collection for U S. Educators (1984) 5.OO 
Toward Mo.r Human Schools; E;icmplary Efforts in Self-Concept, Human Values, Parenting, 

and School Climate (1981) I 75 

Trash Monster Environmenul Education Kit (for grade six) 23 00 

Wizard of Waste Environmental Education Kit (for grade three) 20,00 

Work Fxperience Education Instrmiondl Guide (1981) 9,25 

Work Experience Education Instructional Guide: Teacher's Manual (1985) 3,50 

Orders should be directed to: 

Califomm State Department of Education 
P.O. Box 271 

Sacramento, CA 95802-0271 

Remittance or purchase order must accompany order. Purchase orders without checks are accepted 
on!y from government agencies in California, Sales tax should be added to all orders from California 
purchasers. 

A complete list of publications available from the E^partment, including apprenticeship instruc- 
tional materials, may be obtained by writing to the address listed above. 

A list of approximately 100 diskettes and accompanying manuals, available to member districts of 
the California Computing Consortium, may also be obtained by writing to the same address. 
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